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Articles 


Absenteeism 


New Facts About Absenteeism. Dec., 56 
Putting the Brakes on Absenteeism. Sept. 
What Makes the Absentee Tick? 

By Louis E. Newman. April 


Arbitration 


Don’t Be Afraid to Disagree, 
by Paul R. Hays. Feb. 
Good Records Win Cases, 
by James Menzies Black. March 
Handling Workers Who Break Rules, 
by Lee Epstein. Dec., ’55 
The Supervisor and the Chewing Gum, 
by Israel Ben Scheiber. Jan. 


Alcoholism 
Why Bother with Alcoholic Employees? 
Feb. 
Automation 
What Automation Will—and Won’t—Do. 
July 
Communication 
Oral 


Ask Them What They Think . . . Then 
Listen, by Harold P. Zelko. March 





Building an Atmosphere of Acceptance, 

+ Aa E. Fischer and Lydia Strong. 
ev. 

Can't We Talk it Over? April 

How to Get Your Ideas Across, 
by Arthur Secord. March 

Interest in People: Key to Successful 
Communications, 
by John C. Whitaker. Jan. 

Is Your Meaning Getting Across? 
by William E. Bright, Jr. Nov. 

How to Make a Bad Speech. Dec., ’56 

Meetings—Can You Make Them Pay 
Off? Aug. 

Talking Over Your Performance Rating. 


Sept. 
The Care and Feeding of the Grapevine, 
by Juliet M. Halford. Dec., ’56 
Unaccustomed As You Are. Nov. 
Understanding Our Misunderstandings, 
by William G. Butt. May 


Written 


Are You Writing Horse-and-Buggy 
Letters? by H. Y. Barrow. Aug. 

“Let’s Hear from the Group.” Oct. 

Prescription for Report Writing, 
by James Williamson. April. 

“Pursuant to Your Double Talk of the 
4th...” Nov. 
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There’s a Headline in Your Department, 
by Audrey Heusser. Dec., ’55 


Community Relations 
How Steel Told Its Story. Jan. 


Open House: The Supervisor’s Role, 
by Robert Lindsay. April 

Part of Your Job is on Main Street. 
Nov. 

Your Community Needs Leaders, 
by John V. Tharrett. Dec., ’55 


Cost Control 


(See also Methods, Production 
Control, Quality Control) 


A Blueprint for Cost Control, 
by Robert P. Neuschel. July 

Catching Waste Motion With the 
Camera. Dec., ’55 

Cutting Costs. Sells Airplanes. Feb. 

Foiling the Light-Fingered. Aug. 

On Cutting Costs and Streamlining 
Operations. May 

Precision: How Much Is Too Much? 
June 

Standardization in a Job Shop, 
by Gene Sickert. March 

The Hidden Costs of Overtime. Dec., ’56 


Delegation 


Delegation: Don’t Do It Yourself! Sept. 
Do You Have a Backstop? July 


Discipline 


(See also Arbitration, Employee 
Relations) 


Before You Lower the Boom, 
by Dale D. McConkey. Nov. 
“Discharged for Cause,” 
by Calvin L. McCoy. June 
Discipline Problems: Look Beyond the 
Symptoms. Dec., ’ 
Do You Know How to Reprimand? Aug. 
“No Fishing Out of Plant Windows,” 
by R. H. Sears. Feb. 


Economic Education 


The Good Old Days . . . You Can Have 
Them! April 
Time Out for Profits. Sept. 


Employee Attitudes 


How Do Your Workers Rate You? Oct. 
Induction—or Indifference? 

by Oscar Dull, Jr. Aug. 
Most People Like to Work, 

by Lynn E. Castle. Dec., ’55 
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Motive Power—Put it to Work, 
by William E. Bright, Jr. Feb. 
The Penalty of Boredom, 
by Wilbert E. Scheer. Sept. 
What They Want From the Job. Sept. 


Employee Relations 


(See also Discipline, Employee 
Attitudes, Union-Managment 
Relations ) 


An Engineer Looks at “Human 
Materials.” Dec., ’56 
Before You Lower the Boom, 
by Dale D. McConkey. Nov. 
Booby-Traps in Supervision. Nov. 
Business Etiquette. Dec., ’56 
Can You Answer Employees’ Questions 
About Your Company? Feb. 
Emotions Can be Dangerous, 
by William R. Spriegel. Nov. 
Employee Relations Problems: Look 
Beyond the Symptoms! Sept. 
Foiling the Light-Fingered. August 
“For Now I am in a Holiday Humor,” 
by Joan Ress Reeves. Dec., ’56 
Gaining Acceptance in Employee Test- 
ing, by Robert A. Kersten. Nov. 
Handling First-Job Teenagers, 
by Charles W. V. Meares. Feb., ’56 
How Do Your Workers Rate You? Oct. 
Passing the Buck, 
by Lawrence A. Appley. Feb. 
Productivity’s Last Frontier. Nov. 
Supervision by Suggestion. Sept. 
Talking Over Your Performance Ratings. 
Sept. 
When Levels of Management Disagree, 
by Kirkland Sloper. Jan. 


Gossip 


Gossip Can Be Dynamite. June 
The Care and Feeding of the Grapevine, 
by Juliet M. Halford. Dec., ’56 


Grievances 


(See also Arbitration, 
Employee Relations ) 


Disagreements: Opportunity for Service. 
June 

Grievances Are Barometers, 
by James Menzies Black. Dec., ’55 

Preventive Medicine for Grievances. 
Aug. 


Health 


Checked Your Weight Lately? Oct. 
Do the Eyes Have It? Nov. 
Emotions Can Be Dangerous, 

by William R. Spriegel. Nov. 








Managing Your Weight. Nov. 
Murder in the Office. Dec., '56 
You Still Need Exercise! 

by Charles A. Bucher. Dec., ’56 


Ideas 


How To Be an Idea Squelcher, 
by Gordon S. Sargent. June 
How To Kill Your Own Idea. Oct. 
How To Spark an Idea, 
by A. Stewart Thompson, Jr. Jan. 
How To Stimulate Workers’ Ideas, 
by Conrad Posz and Fred Dowling. 
July 
Supervision by Suggestion. Sept. 


Induction 


Induction—or Indifference? 
By Oscar Dull, Jr. Aug. 

It’s the “No-Belongs” who Quit! 
By Gordon S. Sargent. Feb. 


Interviewing 


Employment Interviewing by Office 
Supervisors, by Mary N. Kerr. June 
How Do You Size Up Job Applicants? 
—Some Pitfalls of the Interview, 

by Milton M. Mandell. Oct. 


Labor Force 


(See Employee Relations, Older 
Workers, Women Workers) 


Materials Handling 


Materials Handling, 
by Robert C. Ross, Dec., ’55 

Trouble Spots in Materials Handling. 
May 


Maintenance 


Establishing a Preventive Maintenance 
Program, by B. F. Rygh. Jan. 


Methods 
(See also Work Simplification ) 


A Guide for Good Welding Performance, 
by G. E. Tenney. April 

Integrated Data Processing. May 

“Red Flags” in Methods Improvement. 
Sept. 

Standardization in a Job Shop, 
by Gene Sickert. March 

There’s a Better Way to Do !t. March 

The Hidden Costs of Overtime. Dec., ’56 

The Supervisor and Job Analysis. Nov. 


Older Workers 


How Age Ties in With Job Problems. 
Sept. 


Organization 


How Advertising Affects You and Your 
Job, by Lloyd E. Partain, June 

The Job of the Personnel Administrator, 
by Leon J. Dunn. July 

What Does the Comptroller Control? 
By Harry Hodge. June 


Personal Management 


And Don’t Take Any Wooden Nickels. 
Nov. 

Business Etiquette. Dec., ’56 

Don’t Sell Your Later Years Short. Sept. 

How Well Do You Read? Sept. 

How’s Your Vocabulary? Oct. 

Your Valuable Papers: What if you Lose 
"Em? Sept. 

Where There’s A Will. Oct. 


Problem Solving 


Attacking Problems with the “Approach” 
Method, by Zuce Kogan. April 

How To Kill a Coyote. March 

When a Puzzle Can Be a Solution. Sept. 


Production 


A Guide for Good Welding Performance, 
by G. E. Tenney. April 


Production Control 


(See also Methods, Cost Control, 
Quality Control) 


Group Trouble Shooting, 
by L. E. McBride. Jan. 
How Good is Your Production Control? 
By Roland T. Nelson. Oct. 
Production Doesn’t Plan Itself, 
by R. E. McManus. March 
Scoreboards Boost Production, 
by John Walsh & Max Skousen. May 
Three Supervisors “Tag” Their 
Production Control Problems, 
by George Bevans. Dec., ’55 
Traffic Control as a Vital Link in 
Production, by Matthew A. Houston. 
Jan. 
TV on the Production Line. April 


Public Relations 


(See also Community Relations ) 


How’s Your Telephone Personality? 
By Donald Clinton Power. July 








Quality Control 


(See also Cost Control, Production 
Control, Methods ) 


How Much Can Quality Be Controlled, 
by Carl L. Smith. April 

Quality—It’s the Supervisor’s Job, 
by J. M. Juran. July 

Work Sampling in Action, 
by Chester Brisley. Dec., ’55 


Research, Industrial 


The Progress Hunters, 
by Louis P. Shannon. March 


Retirement 


(See also Older Workers) 
Don't Sell Your Later Years Short. Sept. 
What the Pensioners Think. Sept. 


Safety 


Accidents Start Inside a Man. May 

Have You Triggered an Accident Lately? 
By Dawson F. Dean. Jan. 

How to Analyze Your Accident 
Problems, by G. G. Grieve. Aug. 

How Good Is Your Housekeeping? 
by Arthur S. Kelly. Dec., ’56 

Revere Cuts Accident Rate 50% with 
Safety Test. March 

Safety: Getting Your Workers Into the 
Act. July 

Safety Equipment: Getting Your Workers 
to Use It, by Leonard C. Smith. Nov. 

The Accident-Prone Personality. Sept. 

What's the Score on Safety? Sept. 

What You Should Know About Safety 
Equipment, by Leonard C. Smith. Oct. 


Scientific Management 
Fred Taylor: Foreman. Nov. 


Selection 


(See Employee Relations, 
Interviewing ) 


The Supervisor’s Job 


John Tirabassi . . . Foreman. May 

Supervision: Some “Personality Types,” 
by F. P. Walsh. Sept. 

The Top-Flight Supervisor: A Profile. 
Oct. 


Training 
(See also Delegation ) 


Handling First-Job Teenagers, 
by Charles W. V. Meares. Feb. 
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Seven Steps to Easier Learning. Aug. 
Taking the Guesswork Out of Training. 
Sept. 


Turnover 


It’s the “No-Belongs” Who Quit! 
By Gordon S. Sargent. Feb. 
Labor Turnover, 
by Frederick J. Gaudet. March 
What Makes Employees Quit. Dec., ’56 


Union-Management Relations 


(See also Arbitration, Grievances, 
Work Stoppages, Wage Incentives ) 


A Steward Speaks his Mind, 
by Mel Siskind. March 

Charter of Labor Relations for Foremen 
and Stewards. May 

Foreman and Steward . . . Opponents or 
a Team? By Oscar Dull, Jr. Feb. 

How Union Contracts Get That Way, 
by Oscar Dull, Jr. May 

Union Merger: Is It a Threat to 
Management? By Tom Campbell. Jan. 

What Price GAW? 
By Henry G. Riter, 3rd. April 

What to Do in Case of a Work Stoppage. 
Oct. 


Wage Incentives 


“How to Live With Wage Incentives, 


by W. C. Cooling. March 
Wage Incentives: Firing-Line View, 
by W. C. Cooling. June 


Women Workers 


If You Supervise Women. Aug. 
Married Women at Work. Oct. 


Working Conditions 


How Good Is Your Housekeeping? 
By Arthur S. Kelly. Dec., ’56 
How to Work in Comfort. Nov. 


Work Habits 


Are Your Inhibitions Showing? Nov. 
Better Make a Note of It. Sept. 
Getting the Most From Your Business 
Reading. Nov. 
How Are You Fixed for Time? Sept. 
How’s Your Telephone Personality? 
By Donald Clinton Power. July 
How’s Your Vocabulary? Oct. 
How to Live with Job Pressure. Nov. 
How to Make Rule-Breaking Pay Off. 
Dec., ’56 
How Well Do You Read? Sept. 





Is Your Personality Weather-Proof? Work Simplification 


Dec., 56 : Catching Waste Motion with the Camera. 
Making Sure Things Get Done. Oct. Dec., ’55 
No Time for Paperwork. Feb. Flow Chart: Road Map to Work 
Paperwork: How to Get Out From Simplification, by Howard P. Mold. 

Under. Nov. ©. 3 eS 
The “Scientific Attitude” and the ba omar tener he tanto aa 

ss gin: by Gene Sickert. March 

Supervisor's Job. Nov. The Case for Work Simplification. Nov. 
Why You Have so Little Time to Think, 33 Guides to Work Simplification, 

by Ray Josephs. Dec., 56 by Harold R. Nissley. July 
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